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Procedure for Using WINSTETS if
You Are Making a Standard Tag



Background:

You can use this procedure if you are making a standard tag. This means if the equipment
is listed in the database, and you can find it, you can make a tag.

Steps:
There are 4 steps involved in using WINSTETS. They are listed here. The procedure that
will follow goes into details on each one.

1)  Pending, this means you have made a tag, printed it out and you are going out
into the field to apply it.

2)  Confirmed, this means you have applied the tag. Now you must return to the
computer and change the tag status to CONFIRMED.

3) Release Pending, this means you are ready to remove your tag. You go to the
computer and change the status to RELEASE PENDING and then go out and
remove your tag.

4)  Job Released. This means you have removed your tag. After removing your
tag you return to the computer and change the TAG status to JOB RELEASED.
Rip up your tag and throw it out.

Procedure Pages

PENDING.......coooi i Page 3

CONFIRM.........coceiiiiii e ...Page 16
RELEASE PENDING.................... Page 24
JOB RELEASED..........................Page 32
PASSWORD CHANGE..................Page 40

You can now start with the Pending procedure on the next page.



PENDING PROCEDURE



Step 1: Log in to Winstets. You will see this window. If you have logged in before you
can type in your Life number for your User ID and your password for your password.

If you have never logged in before go to page 40-CHANGE PASWORD- then return to
page 5 when you are done with that section. Use your Life number for your User ID and
your Life number for your password. If you have already changed your password go to
page 5 after you are done on this page.

. WinSTETS 3.0.430 LogOn 6/28/2005 1:57:3% PM




File TagoutfLockout  Ukiliky Functions Reports  Data Maintenance  Window  Help

User: Fred Orsatti Plant mode is: 5 etup

Step 2: Click on tagout button
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Step 3: Click on add tagout. See next page.
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Step 4:

Click on arrow to the right under STANDARD TAGOUT ID. Next type in this box the
first few letters of what you want to lock out OR look for it in the drop down list and
select it. If you cannot find it this means it does not exist in the database and you must do
a TEMPORARY tagout. See the temporary tagout procedure. For this example, click on
this arrow, and type in PN9A2. Then click on the LOAD button in the upper right hand
side of this window. See next page.
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Plant mode is: Setup
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Step 6:
Fill in description of work.

Next, with this window, click on save changes. See next page
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Step 7:
Enter your password.

See the next page.
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Step 8:

You now have a tagout ID number. Here it is 00000065. This is pending. You must now
print out the tag and then go lock out the switch. Next, you will come back and change
the status to confirmed. See next page to print the tag out.

Press the Print button
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Step 9:

After you click on the Print button, this blue window pops up. Make sure the proper
printers are selected on the bottom right hand side. They should match these printers you
see here. If they do not match click on the arrow and select the proper ones.

Next click on the box that says tags if you want to print the tag. If you want to print the
worksheet click only on the box that says “worksheet (apply tags)”.

For now let’s just select the tags box. This box is in the middle of the page. See the next
page for the tags box selected with a check mark
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Step 10:
Here you see tags box checked off.

Next, click on the PRINT button. See the next page for the window that pops up next.
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Step 11:

Here you have a preview window of your tag. Don’t worry about what it says here. We
used a tag from a different example. Your tag you see should match what you had
selected from the database.

Review your tag and if it all looks good press on the printer icon at the top left of this
window. See next page for the window that pops up.
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User: Fred Drsatti
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WHTT F THIE TAC TR ATTACHET

Step 12:

If your printer name matches this printer name click on OK. This small window will
disappear and the tag will print.

Next close this PREVIEW window. Click on the X

Next close the PRINT TAGS/WORKSHEET window. Click on the X.

Click EXIT on the TAGOUT MAINTENANCE SCREEN window.

Click LOGOFF on the main WINSTETS window.

Click EXIT on the blue WINSTETS LOG ON window.

Go and apply your tag.

After you apply your tag you must return to the computer to confirm your tagout.

See the next page and follow the CONFIRM procedure.
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CONFIRM PROCEDURE
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Step 1: Log in to Winstets. You will see this window. Use your Life number for your
User ID and type in your password.

m WinSTETS 3.0.430 LogOn 6/28/2005 1:57:3%9 PM
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File TagoutfLockout  Ukiliky Functions Reports  Data Maintenance  Window  Help

User: Fred Orsatti Plant mode is: 5 etup

Step 2: Click on tagout button
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User: Fred Drsatti Plant mode is: Setup
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Add TagOut Basic Information Responsible Parties [ Sign On/Sign Off Additional Information Motes and Atachments
TagOut ID Unit 1D Type Standard TagOut ID
I 5

-1 [ ~| [PN9AZ 7] Load |
u I_ l _Il _I Yerify Std

Delete TagDut I

I
Copy TagDut IE z D

Dutage Start:

Save Changes | |AlcoveSA-PN9A2 208V Main Outage End: Visual Tag
Selector

Lancel Changes I D iption of Work

Change Status |
Print |

Exit |
Search Wizard_| [ 14]44] 4 [oo0000BS - Alcovesa-PNaAZ 208V bain <# > Prn] v

Igolation List Hazards and Protective Measures il
Order | Component (0 Description Tagy Pos Tag Type | Lock Lock IO | Status
#
4

Reg'd

1 PMSAZ | Slcove-9.8 208% Main CPEM Halct ~ Pending
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Step 3:

After you click on the TAGOUT button, as shown on page 2, this window should pop up
with TAGOUT ID # 00000065 in the TAGOUT ID box. If this number is not in the
TAGOUT ID box then click on the arrow under the TAGOUT ID box and a drop down
menu will appear and you can select the number 00000065.

Now you must click on the CHANGE STATUS button to confirm your tagout because

you have applied your lock and tag. See the next page, this will show you what the
window looks like after you have clicked on the CHANGE STATUS button.
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Functions Reports  Data Maintenance  Window

Help

User: Fred Orsatti
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Search Wizard|

Cancel

LA 17
Componernt [0 De=cription

Tag Type Lock ID | Status
PN3AZ

[Alcove-34 208 Main

Haldd Pending

i
ﬁenumbell gddl Add lempl Load Delete

[~ Sort by Location
Helgenees [~ Sont by Floor/Elev

Step 4:

This window now pops up. Click on the CONFIRMED button. See next page.

20



File: TagoutfLockout Uity Functions Reports  Data Maintenance

Plant mode is: Setup
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Step 5:

You must now enter your password. See next page.
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File Tagout/Lockout Functions Reports Dats Maintenance  Window  Help

User: Fred Orsatti Plant mode is: Setup

[] TagOut Maintenance Screen - { TagOut '00000065" Status: Pending )
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Step 6:

Click YES. Observe the status will change from pending to confirmed. See next page.
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File  TagoutfLockout  Ukility Functions Reports  Data Maintenance  Window  Help

Station: C-A Department Unit 1D:1 User: Fred Orsatti

[] TagOut Maintenance Screen - ( TagOut '00000065° Status: Canfirmed )

Add TagOut Basic Information Responsible Parties [ Sign On/Sign Off #dditienal Infermation Motes and Atachments

TagOut ID Unit 1D Type Standard TagOut ID
I
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Yisual Tag
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Delete TagDut I

I
Copy TagDut z
I E D Dutage Start:

Save Changes | [Alcovesa-PNSA2 208¥ Main Outage End:

Lancel Changes I D iption of Work
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Exit I Current Status [Confirmed as of 6/28/2005 3:17:13 PM  Last Modified 6/28/2005 3:31:13 PM  [5]
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Step 7:

Exit this window. Log off. When you are ready to remove the tag go to the RELEASE
PENDING procedure first, on the next page, and then go and remove your tag.
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RELEASE PENDING PROCEDURE
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Step 1: Log in to Winstets. You will see this window. Use your Life number for your
User ID and type in your password.

m WinSTETS 3.0.430 LogOn 6/28/2005 1:57:3%9 PM
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File TagoutfLockout  Ukiliky Functions Reports  Data Maintenance  Window  Help

User: Fred Orsatti Plant mode is: 5 etup

Step 2: Click on tagout button
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Tuesday, June 28, 2005 3:33:00 PM

File  TagoutfLockout  Ukility Functions Reports  Data Maintenance  Window  Help

Station: C-A Department Unit 1D:1

User: Fred Orsatti

[] TagOut Maintenance Screen - ( TagOut '00000065° Status: Canfirmed )

Add TagDut

Basic Information Responsible Parties [ Sign On/gign Off Additional Information Motes and Atachments

Delete TagDut I

TagOut ID Unit 1D Type Standard TagOut ID
I

B ] [Froaz ] —_Lead |

I
Copy TagDut I E

Yerify Std

D

Save Changes | |AIcnveSA-PN9A2 208Y Main Outage End:

Lancel Changes I D

Dutage Start: ‘

¥Yisual Tag
Selector

of Work

Change Status ||
Print I

™ Group Tag/Team Tag

i I Current Status [Confirmed as of 6/28/2005 3:17:13 PM  Last Modified 6/28/2005 3:31:13 PM  [5]

Search Wizard |

| 4] 4] + J0000008S - Atcovesa-PN9A2 208 Main «[# > »[n]

Isolation List Hazards and Protective Measures

Order | Component (0
#

Description Tagy Pos Tag Type | Lock Lock ID | Status
Req'd

YK PNgAZ

| Llcoyve-9.8 208% Main QPEM Holct ~ Zonfirmed

Step 3:

i

AddiNpte ﬁenumher| addl Addlemp| Load | Delcle | Beferences I= So by Location

[~ Soit by Floor/Eley
= '

Plant mode is: Setup

After you click on tagout, the tagout ID number 00000065 should pop up under tagout
ID. If it does not, click on the arrow under TAGOUT ID and select 00000065. You will
now click on the change status button. See next page.
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File: TagoutfLockout Uity Functions Reports  Data Maintenance

Plant mode is: Setup

Add TagOut Bazic Information Responsible Parties Sign On/Sign OFf #dditional Information Hotes and Attachments

Delete TagDut Load
Copy TagDut = Verify Std

Save Changes| Yisual Tag
- Selector |
Cancel Change: Fred Orzatti

Change Status;

Pending - Tags/Blocks not yet placed.

Print

Exit

Confirmed - Tags/Blocks confirmed in place.

331:13PM (2]

Release Pending - Release of Tags/Blocks in progress.

Search Wizard LA
Cancel

Componernt [0 De=cription Tag Type Lock ID | Status

Fr3AZ [Alcove-34 208 Main Haldl Confirmecd

e

[~ Sort by Location
Add Note ﬁenumhell Add | Add lempl Load Delete References Tl A R

Step 4

Click on the RELEASE PENDING button. See next page.
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File  TagoutfLockout  Ukility Functions Reports  Data Maintenance  Window  Help

User: Fred Orsatti

Basic Information Responsible Parties Sign On/Sign Off

Add TagDut

Plant mode is: Setup

Additional Information Motes and Atachments

Delete TagDut
Copy TagDut
Save Changes|
Lancel Change:

Change Status

Password: I—
Ok I Eancall

Pending
Print

Exit

Gonfirmed

Release Pendin:

Search Wizard Cancel

Order | Component (0 Description Tagy Pos
#

Load
Yerify Std

Yisual Tag
Selector

331:13PM (2]

»h|m

Tag Type | Lock Lock ID | Status

Reiy'd

M| PNZAZ [Slcove-94 208 Main CQPER

Hold ~ canfirmed

i
References [~ Sort by Location

AddiNote: H_enumhell addl Add lempl Load Delete

Step 5:

Enter your password. See next page.

[T Sont by Floor/Eley
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File: TagoutfLockout Uity Functions Reports  Data Maintenance

Add TagOut Bazic Information Responsible Parties Sign On/Sign OFf #dditional Information Hotes and Attachments

Delete TagDut I ITagl:lul B — Ilﬂ”) Type _I f;:l’;dAaZId TagQut ID _I Load

1
Copy TagDut I

, % , Verify S5td
E D Dutage Start:

Save Changes | |Alcove9a-PN9A2 208 Main Outage End: Yisual Tag

Selector

LCancel Changes I D iption of Work

| r Group Tag/Team Tag )
| 7 )
Print m

Exit I Current Status [Confirmed as of 6/28/2005 3:17:13 PM  Last Modified 6/28/2005 3:31:13 PM  [Z]

Search Wizard | 14 |44] 4 00000085 - Alcoveda-PNIA2 208¥ Main PRI

Izolat ge TagO 3 tive Measures

Order | Component 1D Lock Lock ID | Status
b hange status to 'Release Pending'? Regd
"\ )

PN3AZ {Warning - Changes will be effective immediately upon validation). ~ Confirmed

es Mo |

e

[~ Sort by Location
Add Note. H_enumhell Add | Add lempl Load Delete BReferences ™ Sot by Floor/Eley

Step 6:

Click YES. See next page.

Plant mode is: Setup
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File  TagoutfLockout  Ukility Functions Reports  Data Maintenance  Window  Help

Station: C-A Department Unit 1D:1 User: Fred Drsatti Plant mode is: Setup
[] TagOut Maintenance Screen - ( TagOut '00000065° Status: Release Pending )

Add TagOut Basic Information Responsible Parties [ Sign On/gign Off Additional Information Hotes and Atachments
Delete TagDut I ITagEIuI 1D l?lr“l ID Type Standard TagOut ID

anr ) REs =

¥Yisual Tag
Selector

Save Changes | |AIcnveSA-PN9A2 208Y Main Outage End:

Lancel Changes I D iption of Work

Change Status | | ™ Group Tag/Team Tag g
Vi vk

I
Copy TagDut E
I E D Dutage Start: ‘

i I Current Status|Release Pending as of 6/28/2005 3:37:34 PM  Last Modified 6/28/2005 3:37:34 PM  [5]
Search Wizard | | " |«| 4 |0000¢ IE \ Al MZ S _mm :@_)I E |»IMI 1

Izolation List Hazards and Protective Measures il
Order | Component (0 Description Tagy Pos Tag Type | Lock Lock ID | Status
#
4

Req'd

1 PMIAZ | Llcoyve-9.8 208% Main QPEM Holct ~ Release Pending

*
Sort by L i

SSEE icrunves | st | aas oy | oo | peite | moteences | 7 S0 Lot
= ;

Step 7:

The status has now changed to RELEASE PENDING. You can now go and remove your
lock and tag. Log off and go and remove your lock and tag.

When you return with you lock and tag in your hand you must change the status to JOB
RELEASED.

Follow the JOB RELEASED procedure which starts on the next page.
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JOB RELEASED PROCEDURE
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Step 1: Log in to Winstets. You will see this window. Use your Life number for your
User ID and type in your password.

. WinSTETS 3.0.430 LogOn 6/28/2005 1:57:3% PM
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File TagoutfLockout  Ukiliky Functions Reports  Data Maintenance  Window  Help

User: Fred Orsatti Plant mode is: 5 etup

Step 2: Click on tagout button
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Tuesday, June 28, 2005 3:37:01 PM
File  TagoutfLockout  Ukility Functions Reports  Data Maintenance  Window  Help

Station: C-A Department Unit 1D:1 User: Fred Orsatti Plant mode is: Setup

[] TagOut Maintenance Screen - ( TagOut '00000065° Status: Release Pending )

Add TagOut Baszic Infarmation Responsible Parties [ Sign On/gign Off Additional Information Motes and Atachments

TagOut ID Unit 1D Type Standard TagOut ID
I

anr ) REs =

¥Yisual Tag
Selector

Delete TagDut I

I
Copy TagDut E
I E D Dutage Start: ‘

Save Changes | |AIcnveSA-PN9A2 208Y Main Outage End:

Lancel Changes I D iption of Work

Change Status | | ™ Group Tag/Team Tag ‘

i I Current Status|Release Pending as of 6/28/2005 3:37:34 PM  Last Modified 6/28/2005 3:37:34 PM  [5]

Search Wizard_| [ 14]44] « Jo0000055 - Atcove9a-PH3A2 208% Main :I@—)lbhﬂul 17

Izolation List Hazards and Protective Measures il

Order | Component (0 Description Tagy Pos Tag Type | Lock Lock ID | Status
# Req'd

(3N PMIAZ | Llcoyve-9.8 208% Main QPEM Holct ~ Release Pending

i

Sort by L i
SSEE icrunves | st | aas oy | oo | peite | moteences | 7 S0 Lot

Step 3:

After you click on tagout, the tagout ID number 00000065 should pop up under tagout
ID. If it does not, click on the arrow under TAGOUT ID and select 00000065. You will
now click on the change status button. See next page.
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File: TagoutfLockout Uity Functions Reports  Data Maintenance

Add TagDut Basic Information

Delete TagDut

Responsible Parties Sign On/Sign OFf Fdditionl Information

Hotes and Atachments

Load
Copy TagDut Yerify 5td
LCancel Change

Yisual Tag
Fred Orsatti Selector |
Change Status|

Confirmed

Save Changes|

- Tags/Blocks confirmed in place.
Print

Release Pending

- Release of Tags/Blocks in progress.
Exit

Job Released

- All Tags/Blocks released - job complete.

3373 PM (2]
Search Wizard

LA 17
Cancel
Componernt [0 De=cription Tag Pos

Tag Type Lock IDx

Status
PN3AZ

[Alcove-34 208 Main

OPEN Hald}

Release Pending

[~ Sort by Locati
Helgenees [T Sont by Floor/Eley

AddiNote ﬁenumhell gddl Add lempl Load Delete

Step 4:

Click on the JOB RELEASED button. See next page.

36



File  TagoutfLockout  Ukility Functions Reports  Data Maintenance  Window  Help

Baszic Infarmation

Add TagDut

Responsible Parties

User: Fred Orsatti

Sign On/Sign OFF

Plant mode is: Setup

Additional Information Motes and Atachments

Delete TagDuk
Copy TagDut
Save Changes|
Lancel Change:
Change Status;

Confirmed

Erint Release Pendin:

Exit

Job Released
Search Wizard Cancel

Order | Component (0 Description
#

Password: |

Cancel |

Tagy Pos

Load
Yerify Std

¥Yisual Tag
Selector

3373 PM (2]

L4 L) 17

Tag Type | Lock Lock ID | Status

Req'd

M| PHZAZ

[Alcove-94 208 Main OPEM

Hold ~ Release Pending

i
Heferences I~ Soit by Location

AddiNote H_enumhell addl Add lempl Load Delete

Step 5:

Type in your password. See next page.

[~ Soit by Floor/Eley
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File: TagoutfLockout Uity Functions Reports  Data Maintenance

User: Fred Orsatti Plant mode is: 5 etup

[j TagOut Maintenance Screen - { TagOut "00000065" Status: Release Pending )

Add TagOut Basic Information Responsible Parties Sign On/%ign Off #Additienal Infermation Hotes and Attachments

Delete TagDut I ITagl:Iul Ib E’] II:IInlID |T'wB _I f;:’;iazld LAl _I Load
Copy TagDut I IE & D S - T Verify S5td
Save Changes | [Alcovesa-PN9A2 208V Main Outage End: !éti:::t?;g |
LCancel Changes I D iption of Work
Change Status I [T Group Tag/Team Tag
Print | ;W

B I Current Statuz (R elease Pending as of 6/28/2005 3:37:34 PM  Last Modified 6/28/2005 3:37:34 PM 7]

Search Wizard | LERLIR] J00065 - Alcove9A-P ) 208Y Main - e AL L] 17

ag0 4 tive Measures
Order | Component 1D Lock Lock ID | Status
<2 Change status to '1ob Released™? Red'd
A\, )

{Warning - Changes will be effective immediately upon walidation), ~ Release Pending

es Mo |

PNZAZ

[~ Sort by Locati
Add Note. H_enumhell Add | Add lempl Load Delete References [E Soii by Flooi/Eley

Step 6:

Click on YES. See next page.
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File TagoutfLockout  Ukiliky Functions Reports  Data Maintenance  Window  Help

User: Fred Orsatti

[] TagOut Maintenance Screen - ( TagOut '00000065 Status: Job Released )

Add TagOut Bazic Information Responsible Parties [ Sign On/Sign OFf #dditional Information Notes and Atachments )

TagOut ID Unit ID Type Standard TagOut ID
Delete TagDut I T - Load
= I | ] [PNaa2 [ =
Copy TagOut ||, . s L Verify Std
E D Dutage Start:
Save Changes | |Alcove9a-PN9A2 208 Main Outage End: !és-:al Tag |
elector
LCancel Changes I D iption of Work

Change Status | | r Group Tag/Team Tag

Exit I Current Status [, feleased as of 6/28/2005 3:48:51 PM  Last Modified 6/28/2005 3:48:51 PH 5]

Search Wizard_| [ 14]44] « Jooooooes / Main :@—)l»hﬂul 17
Izolation List Hazards and Protective Measures il

Component [0 De=cription Tag Pos Tag Type  [Lock Lock ID | Status
Req'd
PH3AZ Alcove-828 208 Main OPEN Hold ~ Job Releazed

e

Sort by Locati
#ddNote ﬁenumhell Add | Add lempl Load | Delete | References F Sz:l hﬁ F;:::J‘IE:;V

Step 7:

You will now see the status has changed to Job Released. You can now rip up your tag
and throw it out. Log off.
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PASSWORD CHANGE
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&l WinSTETS 3.0.4300 LogOn  6/2%/2005 4:04:41 PM

Step 1:

If this is the first time you have logged onto the system type in your life number for your
User ID and your Life number for your password as shown above.

See next page
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. Mandatory Passwornd Update

Y'ou must change your password at this time.

0ld Password 20211

Mew Pazsward I

MHew Pazsward I

m WinSTETS 3

Cancel

Step 2:

A new window pops up. Type in your Life number for your old password and then type
in your new password twice.

See next page.
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m Mandatory Password Update

Y'ou must change your password at this time.

0ld Password

20211

Mew Password I“““*“*““

New Password

- WinSTETS 3

Cancel

(T8 Add/Modify Password =]

Click OK then go back to Page 5.
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